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PAGE
NO.

1. Request ing Agency

lU&SHXNarOH SUBURBAN SANITARY OCMfflCSSIQH

2. Division or Bureau of Requesting Agency

PUECH&SINO OFFICE y
3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
. additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will . cease to
have, value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. - Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

MATERIAL GOHTRACTS

This file consists of correspondence pertaining to material contracts
The non-excuted material contracts are retained in this office for
reference* The executed naterial contracts are retained in the
Secretary Treasure *e Office with the Construction Contracts, Although
not specifically mentioned. (See Schedule 76, Item 1) The recomraen-
dation for the contract file in the Secretary Treasure&Tss Office
reads as follows:

"Retain Barmanentlyt Microfilm three years after
date of last payment! Retain Microfilm permanently
and destroy originalB." ?

The material is filed by contract number for the years 1950 to date
and occupies 6 cubic feet ib the office area. The annual rate of
accumulation is 2 cubic feet*

RECOMMENDATION: HETAIH FOB THREE (3)lEARS AND THEK DESTBOI.

SPECIFICATIONS & PRINTS

This file consists of the specifications (mostly 8|» X 11*) submitted
with the bids* The specifications are pulled from the file as
changes are made in materials. The prints (of various alses) are
drawings of materials. This material is filed alphabetically by
material and occupies l£ cubic feet in the office area. It is used
for reference. The mnual rate of accumulation is very small.

HEOQHHEHBATIQHl KEfATN PEHHfiSEHTLY.

7. Agency, Division or Bureau Representative

fi>(J' /J. ft)t/jfo Supervisor - Becord Survey October 22, 2$$h
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
kRecords Commission..

HI tt lev <W^v-U £.
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

NOV 9 w 195^
Date Secretary



1ArORM ,HR-RM
' (O-t-Ss)

Hall of Record*
Commb*ion

r r
EST FOR RECORDS RETENTION SCl ,ULE

(Continuation Sheet)

SCHEDULE i Q 3
NO*

PAGE
NO.

4.

«"

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

SPECIAL PURCHASES

This form A-6?0 (•>* X 8") i s a redord of a l l special purchase* of
equipment, parts and laboratory supplies that are not kept i n
stock. The f i l e i s inact ive a t t h i s time and i s used for reference.
The material i s f i l e d alphabetically by equipment and occupies 1&
cubic feet in the office area,

BSCGNHSNBATIQHt RgTATJf THREE (3) YEARS AHD THEH BESTEQT.

LOCATION OF BqJlffllfliT

This traimmbered card (3» X S") i a a cross reference to the Special
Purchase F i l e . I t shows the locat ion of eqoipaaent being used,
order numberf where purchased and the item. The material i s f i l e d
by locat ion and occupies 2 coble f e e t i n the of f ice area.

BSGCNMSND&TIONt RETAIN THREE (3) TEARS AND TEEN DESTROY.

'•*. •
NOV

4J i r-r-.rJZ


